Procurement Management Plan (Procurements < $9,999)

[bookmark: _Toc36208007][bookmark: _Toc54781721][bookmark: _Toc55224246][bookmark: _Toc55224354][bookmark: _Toc55477837][image: ]








[image: ]



Procurement Management Plan
(Procurements < $9,999)
INSERT PROJECT/PROGRAM NAME
Procurement Procedures – Phase 1 Electronic Bid Submissions

										Month, YearThe information contained in this document is copyright 
© Toronto and Region Conservation Authority

Toronto and Region Conservation Authority    |    3

[bookmark: _Toc55477838]1.	INTRODUCTION
[bookmark: _GoBack]The purpose of a procurement management plan is to identify and outline procurement requirements prior to initiating a procurement process. This template supplements TRCA’s Procurement Guidebook and is for low risk procurements with an estimated value of  < $9,999. This template should be used for one-time, non-recurring procurements. If recurring purchases are to be made the planning template used should be based on the total sum of purchases and can be for multiple years.
The template covers common elements included in the procurement process. However, it will have to be tailored to your procurement requirements. If assistance is required in preparing a procurement management plan, please contact procurement services.
2.	ROLES/RESPONSIBILITIES
[Modify as required] 
	Role
	Name
	Tasks/Responsibility

	Authorized Buyer/Procurement Lead
	
	

	Other
	
	



1. [bookmark: _Toc18069960][bookmark: _Toc19690768][bookmark: _Toc20468242][bookmark: _Toc20489172][bookmark: _Toc18069961][bookmark: _Toc19690769][bookmark: _Toc20468243][bookmark: _Toc20489173][bookmark: _Toc18069962][bookmark: _Toc19690770][bookmark: _Toc20468244][bookmark: _Toc20489174][bookmark: _Toc18069963][bookmark: _Toc19690771][bookmark: _Toc20468245][bookmark: _Toc20489175][bookmark: _Toc18069964][bookmark: _Toc19690772][bookmark: _Toc20468246][bookmark: _Toc20489176][bookmark: _Toc24190533][bookmark: _Toc24190731][bookmark: _Toc24191041][bookmark: _Toc36200588][bookmark: _Toc36207378][bookmark: _Toc36207453][bookmark: _Toc36207928][bookmark: _Toc36208009][bookmark: _Toc41386028][bookmark: _Toc54781723][bookmark: _Toc55224248][bookmark: _Toc55224356][bookmark: _Toc55477839]
3.	IDENTIFICATION OF NEEDS
[bookmark: _Toc54781728][bookmark: _Toc55224361][bookmark: _Toc55477844]Summary of Needs
	Key information
	Detail

	Description of goods and/or services:
	Provide a short description of the goods and/or
services to be purchased.  

________________________________________

What is the scope of work? 

_______________________________________

What are the key deliverables? 

_______________________________________

Describe any minimum quality/performance standards requirements: 

___________________________________________


	Is there an existing VOR arrangement in place that can be utilized to purchase the goods/and or services?


Are there potential opportunities to combine spend by collaborating with other TRCA divisions who purchase the same goods/services to conduct a VOR? 

	· No
· Yes 
If “Yes” Insert VOR name: ____________________________

· No
· Yes 

If “No” Explain: 
e.g. we are the only division in TRCA that purchases the goods/services required._________________________

If “Yes” list the division(s): 

__________________________________________



	
Type of goods and/or services:

























	· Goods & Non-Consulting 
Choose a Means of Procurement: 
· Procurement Card
· Invitational 
Choose a Solicitation Document:
· E-mail Quotes
· Web Quotes
· Price Lists
· Informal RFQ/RFP


· Construction Goods, Services, Materials
Choose a Means of Procurement: 
· Procurement Card
· Invitational 
· Open Competitive
Choose a Solicitation Document:
· E-mail Quotes
· Web Quotes
· Price Lists
· Informal RFQ


· Consulting 
Choose a Means of Procurement: 
· Invitational 
· Open Competitive
Choose a Solicitation Document:
· E-mail Quotes
· Informal RFQ/RFP


	When does the contract need to start?
	Insert

	When does the contract need to be completed?
	Insert

	What type of agreement will be used?
	Insert (e.g. PO, etc.)

	Estimated cost (excluding applicable taxes):
Please see section 10.1.4 – Cost Estimating in the Procurement Guidebook for the various types of cost estimating techniques that can be used. 

	Insert 

	Where will the services be taking place?
	Insert

	Where will the goods be delivered?
	Insert

	Account Code:
	Insert

	Funding Source:
	· Capital Funds
· Operating Funds   

	Have the goods/services been previously purchased? 










	· Yes
· No

If “Yes” 
And a RFX template was used, make sure you are using the most up to date template. 

Were the goods and/or services delivered on time, on budget, to specification, etc.?
· Yes
· No
If “No” explain how previous issues can be addressed in the current procurement:
_____________________________________
What was the awarded contract cost? _____________________________________
What was the actual contract cost? ______________________________________



[bookmark: _Toc24190543][bookmark: _Toc24190741][bookmark: _Toc24191051][bookmark: _Toc36200590][bookmark: _Toc36207380][bookmark: _Toc36207455][bookmark: _Toc36207930][bookmark: _Toc36208011][bookmark: _Toc41386031][bookmark: _Toc54781726][bookmark: _Toc55224251][bookmark: _Toc55224359][bookmark: _Toc55477842][bookmark: _Toc41386075][bookmark: _Toc41386076][bookmark: _Toc41386077][bookmark: _Toc41386078]

[bookmark: _Toc55477881]4.	EVALUATION CRITERIA
Mandatory Criteria
Note: Mandatory criteria/requirements are assessed on a pass/fail basis. If a submission does not meet all mandatory criteria/requirements the proponent will have to be disqualified and no further evaluation of the submission will be required. 

	Mandatory Criteria  

	The Proposal must be received by the RFP Submission Deadline

	The Proposal must be in English.

	Signed Conflict of Interest Form

	Signed Form of Acknowledgement



Rated Criteria
[Rated criteria is only required when using an RFP template. Add this section if applicable - modify as required. Delete this section if not applicable].
	Rated Criteria

	Weight
	Minimum score

	Proponent’s Information and Profile
	<@>
	

	Key Personnel Experience and Qualifications
· [Insert criteria specific to the Scope of Work – such as; technical skills, education, accreditation, qualifications, years of key personnel experience] 


	<@>
	

	Insert other criteria as required
	<@>
	

	Pricing
Each Proponent will receive a percentage of the total possible points allocated to price by dividing the lowest bid price by the Proponent’s price.
	<@>
	<@>

	Total
	<@>
	<@>


	References 
· References are checked at TRCA’s discretion
· Only the Preferred Proponent’s references will be checked.
The Preferred Proponent will “pass” this stage of the evaluation if no references that are checked disclose information that, in TRCA’s sole discretion (acting reasonably), raises material concerns with the Preferred Proponent’s ability to effectively perform the Scope of Work.

	Pass/Fail
	Pass



Rating Scale 
The following scale can be used to evaluate bids against the rated criteria above.

	DESCRIPTION
	DEFINITION 
	SCALE

	Excellent 

	Exceeds the requirement. Exceptional demonstration of relevant ability, understanding, experience, skills, resource and quality measures required to provide the goods / services, with supporting evidence. 
	9-10

	Good
	Satisfies the requirement. Above average demonstration of relevant ability, understanding, experience, skills, resource and quality measures required to provide the goods / services, with supporting evidence. 
	7-8

	Acceptable
	Satisfies the requirement. Average demonstration by the supplier of the relevant ability, understanding, experience, skills, resource and quality measures required to provide the goods / services, with supporting evidence.
	5-6

	Minor Reservations
	Satisfies the requirement with minor reservations. Some minor reservations of the supplier’s relevant ability, understanding, experience, skills, resource and quality measures required to provide the goods / services.
	3-4

	Serious reservations 

	Satisfies the requirement with major reservations. Considerable reservations of the supplier’s relevant ability, understanding, experience, skills, resource and quality measures required to provide the goods / services.
	1-2

	Unacceptable
	Does not meet the requirement. Does not comply and/or insufficient information provided to demonstrate that the supplier has the ability, understanding, experience, skills, resource and quality measures required to provide the goods / services. 
	0
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3. [bookmark: _Toc19690825][bookmark: _Toc20468299][bookmark: _Toc20489229][bookmark: _Toc24190592][bookmark: _Toc24190790][bookmark: _Toc24191100][bookmark: _Toc36200600][bookmark: _Toc36207390][bookmark: _Toc36207465][bookmark: _Toc36207940][bookmark: _Toc36208021][bookmark: _Toc41386083][bookmark: _Toc54781765][bookmark: _Toc55224291][bookmark: _Toc55224399][bookmark: _Toc55477885]
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5. [bookmark: _Toc19690827][bookmark: _Toc20468301][bookmark: _Toc20489231][bookmark: _Toc24190594][bookmark: _Toc24190792][bookmark: _Toc24191102][bookmark: _Toc36200602][bookmark: _Toc36207392][bookmark: _Toc36207467][bookmark: _Toc36207942][bookmark: _Toc36208023][bookmark: _Toc41386085][bookmark: _Toc54781767][bookmark: _Toc55224293][bookmark: _Toc55224401][bookmark: _Toc55477887]
6. [bookmark: _Toc19690828][bookmark: _Toc20468302][bookmark: _Toc20489232][bookmark: _Toc24190595][bookmark: _Toc24190793][bookmark: _Toc24191103][bookmark: _Toc36200603][bookmark: _Toc36207393][bookmark: _Toc36207468][bookmark: _Toc36207943][bookmark: _Toc36208024][bookmark: _Toc41386086][bookmark: _Toc54781768][bookmark: _Toc55224294][bookmark: _Toc55224402][bookmark: _Toc55477888]
7. [bookmark: _Toc19690829][bookmark: _Toc20468303][bookmark: _Toc20489233][bookmark: _Toc24190596][bookmark: _Toc24190794][bookmark: _Toc24191104][bookmark: _Toc36200604][bookmark: _Toc36207394][bookmark: _Toc36207469][bookmark: _Toc36207944][bookmark: _Toc36208025][bookmark: _Toc41386087][bookmark: _Toc54781769][bookmark: _Toc55224295][bookmark: _Toc55224403][bookmark: _Toc55477889]
8. [bookmark: _Toc19690830][bookmark: _Toc20468304][bookmark: _Toc20489234][bookmark: _Toc24190597][bookmark: _Toc24190795][bookmark: _Toc24191105][bookmark: _Toc36200605][bookmark: _Toc36207395][bookmark: _Toc36207470][bookmark: _Toc36207945][bookmark: _Toc36208026][bookmark: _Toc41386088][bookmark: _Toc54781770][bookmark: _Toc55224296][bookmark: _Toc55224404][bookmark: _Toc55477890]
9. [bookmark: _Toc19690831][bookmark: _Toc20468305][bookmark: _Toc20489235][bookmark: _Toc24190598][bookmark: _Toc24190796][bookmark: _Toc24191106][bookmark: _Toc36200606][bookmark: _Toc36207396][bookmark: _Toc36207471][bookmark: _Toc36207946][bookmark: _Toc36208027][bookmark: _Toc41386089][bookmark: _Toc54781771][bookmark: _Toc55224297][bookmark: _Toc55224405][bookmark: _Toc55477891]
10. [bookmark: _Toc19690832][bookmark: _Toc20468306][bookmark: _Toc20489236][bookmark: _Toc24190599][bookmark: _Toc24190797][bookmark: _Toc24191107][bookmark: _Toc36200607][bookmark: _Toc36207397][bookmark: _Toc36207472][bookmark: _Toc36207947][bookmark: _Toc36208028][bookmark: _Toc41386090][bookmark: _Toc54781772][bookmark: _Toc55224298][bookmark: _Toc55224406][bookmark: _Toc55477892]
11. [bookmark: _Toc19690833][bookmark: _Toc20468307][bookmark: _Toc20489237][bookmark: _Toc24190600][bookmark: _Toc24190798][bookmark: _Toc24191108][bookmark: _Toc36200608][bookmark: _Toc36207398][bookmark: _Toc36207473][bookmark: _Toc36207948][bookmark: _Toc36208029][bookmark: _Toc41386091][bookmark: _Toc54781773][bookmark: _Toc55224299][bookmark: _Toc55224407][bookmark: _Toc55477893]
11.1. [bookmark: _Toc19690834][bookmark: _Toc20468308][bookmark: _Toc20489238][bookmark: _Toc24190601][bookmark: _Toc24190799][bookmark: _Toc24191109][bookmark: _Toc36200609][bookmark: _Toc36207399][bookmark: _Toc36207474][bookmark: _Toc36207949][bookmark: _Toc36208030][bookmark: _Toc41386092][bookmark: _Toc54781774][bookmark: _Toc55224300][bookmark: _Toc55224408][bookmark: _Toc55477894]
11.2. [bookmark: _Toc19690835][bookmark: _Toc20468309][bookmark: _Toc20489239][bookmark: _Toc24190602][bookmark: _Toc24190800][bookmark: _Toc24191110][bookmark: _Toc36200610][bookmark: _Toc36207400][bookmark: _Toc36207475][bookmark: _Toc36207950][bookmark: _Toc36208031][bookmark: _Toc41386093][bookmark: _Toc54781775][bookmark: _Toc55224301][bookmark: _Toc55224409][bookmark: _Toc55477895]
11.3. [bookmark: _Toc19690836][bookmark: _Toc20468310][bookmark: _Toc20489240][bookmark: _Toc24190603][bookmark: _Toc24190801][bookmark: _Toc24191111][bookmark: _Toc36200611][bookmark: _Toc36207401][bookmark: _Toc36207476][bookmark: _Toc36207951][bookmark: _Toc36208032][bookmark: _Toc41386094][bookmark: _Toc54781776][bookmark: _Toc55224302][bookmark: _Toc55224410][bookmark: _Toc55477896]
11.4. [bookmark: _Toc19690837][bookmark: _Toc20468311][bookmark: _Toc20489241][bookmark: _Toc24190604][bookmark: _Toc24190802][bookmark: _Toc24191112][bookmark: _Toc36200612][bookmark: _Toc36207402][bookmark: _Toc36207477][bookmark: _Toc36207952][bookmark: _Toc36208033][bookmark: _Toc41386095][bookmark: _Toc54781777][bookmark: _Toc55224303][bookmark: _Toc55224411][bookmark: _Toc55477897]
11.5. [bookmark: _Toc19690838][bookmark: _Toc20468312][bookmark: _Toc20489242][bookmark: _Toc24190605][bookmark: _Toc24190803][bookmark: _Toc24191113][bookmark: _Toc36200613][bookmark: _Toc36207403][bookmark: _Toc36207478][bookmark: _Toc36207953][bookmark: _Toc36208034][bookmark: _Toc41386096][bookmark: _Toc54781778][bookmark: _Toc55224304][bookmark: _Toc55224412][bookmark: _Toc55477898]
11.6. [bookmark: _Toc19690839][bookmark: _Toc20468313][bookmark: _Toc20489243][bookmark: _Toc24190606][bookmark: _Toc24190804][bookmark: _Toc24191114][bookmark: _Toc36200614][bookmark: _Toc36207404][bookmark: _Toc36207479][bookmark: _Toc36207954][bookmark: _Toc36208035][bookmark: _Toc41386097][bookmark: _Toc54781779][bookmark: _Toc55224305][bookmark: _Toc55224413][bookmark: _Toc55477899]
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	[bookmark: _Hlk36199993]REQUISITION ORDER APPROVAL


	>$0

	>$0 and Limited Tendering or Non-Application

	Authorized Buyer
	Authorized Buyer

	Manager
	Manager

	
	Procurement Services

	
	Legal Services




	[bookmark: _Toc41386112][bookmark: _Toc36208050][bookmark: _Toc55477914]PROCUREMENT AWARD APPROVAL
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	Manager



	PURCHASE ORDER 

	> $0
	> $0 and PO as Agreement

	Authorized Buyer
	Authorized Buyer

	Accounting Services
	Procurement Services

	
	Legal Services

	
	Accounting Services
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6.	PROCUREMENT TIMELINES
· Key participant availabilities should be checked as extra days may need to be added to account for workloads, vacation schedule, etc.;
· Red text is for example purposes only.

	TASKS 
	ESTIMATED DATE 


	Procurement Start Date
	

	Procurement Planning
	

	RO Approval
	

	Solicitation Document/Template Drafting (if applicable)
	

	Solicitation Document/Template Peer Review (if applicable)
	

	Issue Solicitation Documents (if applicable) 
	

	Deadline for Questions 
	

	Submission Due Date
	

	Bid Evaluation/Quotation Review
	

	Procurement Report Drafting
	

	Procurement Report Approval 
· Authorized Buyer 
· Manager (Required when the estimated cost is over $5,000)
	

	Contract Award 
	

	Agreement 
· Drafting (Required when PO is not the Agreement)
· Peer Review (Required when PO is not the Agreement)
· Agreement Legal Review/Approval, if required
	

	Purchase Order Approval (when the PO is the Agreement)
· Send to Procurement and Legal Services
· Purchase Order Approval Received
· Print PO as agreement
· 
	

	Agreement Signatures
· Send agreement to vendor for signature
· Receive signed agreement from vendor 
· Request TRCA signature
· Agreement signed by TRCA
	

	Agreement Start Date
	

	Number of Business Days for Procurement Process to be Conducted 
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